" . 'Attach to original schedule = Schedule £: T3 - 0268 - A
Effective Date: 09/09/97

73-268 , ‘ Sheet: 10f 1

Approved April 24, 1973 : :

CENTRAL INVENTORY RECORD OF MISSING PROPERTY FILE

Approved dispostion instructions for schedule 73-268 should be amended
as follows;

~ MISSING OR STOLEN PROPERTY SHOULD BE REPORTED TO
THE PROPS INVENTORY COORDINATOR FOR THE PARTICULAR
OFFICE/DISTRICT.

THE PROPS COORDINATOR WILL IN TURN PREPARE A DOT
595 MISSING OR STOLEN PROPERTY REPORT. THE 595 FORM
WILL THEN BE FORWARDED TO THE FOLLOWING OFFICES;

GENERAL SUPPORT SERVICES
OFFICE OF PERMITS AND ENFORCEMENTS

IF THE MISSING OR STOLEN PROPERTY IS NOT RECOVERED
WITHIN TWO YEARS THE PROPS INVENTORY COORDINATOR
IS TO DELETE THE PRCPERTY FROM THE INVENTORY.

THE DOT 595 MISSING OR STOLEN PROPERTY REPORT

SHOULD BE RETAINED BY EACH OFFICE FOR TWO YEARS
AFTER DELETION AND THEN DESTROY.

OFFICE HEAD: . DATE. ¥ -20-77

g,
RECORDS MANAGEMENT ANALYST: %ﬂ/ BM DATE: /a?d /57

The State Records Commiittee has authorized the approval of these disposition intructions for the

records serigg described injthe arrached retention schedule applicatign.

4
FEaward Wedlon \ Date
Secretary of State Designee
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CENTRAL INVENTORY RECORD OF MISSING PROPERTY FILE

Approved dispostion instructions for schedule 73-268 should be amended
as follows;

MISSING OR STOLEN PROPERTY SHOULD BE REPORTED TO
THE PROPS INVENTORY COORDINATOR FOR THE PARTICULAR
OFFICE/DISTRICT.

THE PROPS COORDINATOR WILL IN TURN PREPARE A DOT
595 MISSING OR STOLEN PROPERTY REPORT. THE 595 FORM
WILL THEN BE FORWARDED TO THE FOLLOWING OFFICES:

GENERAL SUPPORT SERVICES
OFFICE OF PERMITS AND ENFORCEMENTS

IF THE MISSING OR STOLEN PROPERTY IS NOT RECOVERED
WITHIN TWO YEARS THE PROPS INVENTORY COORDINATOR
IS TO DELETE THE PROPERTY FROM THE INVENTORY.

THE DOT 595 MISSING OR STOLEN PROPERTY REPORT

SHOULD BE RETAINED BY EACH OFFICE FOR TWO YEARS
AFTER DELETION AND THEN DESTROY.

OFFICE HEAD:

DATE: ? - 20— ?7

b
RECORDS MANAGEMENT ANALYST: 2 Wz he Brlemd DATE: /07() /$7

The State Records Committee has authorized the approval of these disposition instructions for the

records serieszdescribed ip the attached retention schedule application.
ZL’MJ T/1/47
Edward Weldon Date

Secretary of State Des:gnee
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2 . e K OFFICE OF SECRETARY OF STATE
STATE : Application for , : R *
i DEPARTMENT OF ARCHIVES & HISTORY

OF
GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGEMENT DIVISION

| mn nmom w\mczum mvtsmn usn

1. Application Dafe mszUCTIONs See weparate Instructions fer eﬁmpleﬂol "ot
ot ey teont and mem of this Torm’ Siga orldm: i 6o w0Bes Date ecrhved  Apsiiration No. . Date C-mp.ned
2. Asencr Appifcation ”' B Naod feraard o Demrimt-rl of Archives and ll!!!or) Mtentlnn
Recotds Management Officer. R . APR 1973 7] ‘Jég ‘PR -
i ' ' ‘.Mmteamurt il

3, AGENCY. Division. Suldivision & Administering Office Addreis

Department of Transportation
-Mike Koonce

Division of Administration
 §eiants, "eEBosta Services |3 AecStatane 1 | © 8363595
E—— Y o—
-1. ACTION REQUESTED
@ ESTABLISH DISPOSITION STANDARD; D DISPOSE OF PRESENT ACCUMULATIONS;
RECORD WILL CONTINUE TO ACCUMULATE. - NO FURTHER ACCUMULATION ANTICIPATED.
8. Earliest & Latest Dates of Series i owxg, Ewact Series Title [ = - o ke 5l zete-- :%‘r
April, 1973 - To Date Central Inventory - kecotd of Hiuing__g;___p_xg_uu_J

10. What is the function of the office in which thus record series is created

The Division of Administration provides staff support to the Department in the areas of
general accounting, audits and fiscal procedures, personnel and trairning, contracts
procurement and administration, equipment centrol, purchasing, inventory and warahouse
eontrol, general f:llu, record. lanagement. Departnent budget and air travel lervice. .
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11. This file contains the following documents (include form numbers and titles, if auy: and file arrangesnent):

= il

Documents relating to accounting for missing property. ' ' - B
Included is Central Inventory - Record of Missing Propert'y File (Foru DOT 595).

File 1s arranged chronologically by month and theraunder by Didtrict Office.

ATTACH SAMPLES OF THE FILE

¥s. of Drawers Cu. Ft. af Records

12. EQUIPMENT OCCUPIED No. of Drawers | Cu. Ft aof necmhl

) - : ANNUAL RATE OF ACCUMULATION
. Latbyrgtze File Drawers o :

In OMice(s) In Borage Ares(s)

"' Lagyl-xire Fiw Drawers Mha-eeoccw (Bquare Fest)

This Last | Preceding AN Prior
Year's | Yesr's| Yesrs | Years |

AVERAGE DAILY REFERENCES ~

- ) s .




- - - - S - = - = - : )
QUESTIONNA!RE Place an "x* in the proper column, If answer is "YF‘: ptc-a.ae explein - ?y_Es T NO ”
B -« " . - - -

13. Is this the Record Copy of the series? _ Ix1 .1
. Is there a“&upllcéitén of this series in ancther office or agency? . ' i - [x1 11
metﬁeccﬁ{d cop¥ is mintatned ;t the Geneﬂl Office & glicate c0p¥ is filed :

15.. l%qhe lﬁformgtlon con?ame%lcm this senes ever sumn% lzea oF puglfshwwfafﬁ copy-? si-mmaiy or bf:caqron. [ 1 X ]
16. Does the series contain classified information requmng secunty handling? . [ '] )4 -]
17. Does the series initiate, amend or terminate agency policies and procedures? Py T ot T X))

7 = - A R s e .
18. Could the function be performed if the files were lost or destroyed? =7 :,_,‘, -y —: EES N &
19. Is the series (or major portion of it} regufariy microfilmed? If yes, why? _ ' 11 I
20. Does the record series provide data as input to an EDP file? ' 7 S [x] " [ 1
The series is used to adjust the Central Inventory Pile. . : .
2L Does the record series contain décumentation produced as EDP printout? _ [ 1] x]
Tt o ‘?"."‘--':'T"E T Boo- D S ] &t Tia & . .-
2. Has the Federal Government issued instructions govemmg retenhonidnsposmon of ﬂ1ese files? _ R N |
2. Will there be a need for these records 10, 15 years from now? If yes. what? o [ 1 [x]
".a"-..ﬁ""':f't.t: ST S ,,-f_;«g e e A
. I P - . P T metn.a o “7r_ -‘7
24, REQUIREMENTS The fol!owmg reqmres the flles to be kgpt ';IA ._.‘___________yearEE_ . Taj Lt T ;E‘ -
Lty e . el . o ] a7 Lo i VU N T
) * B Tz wm v 2.0 R i eSS
af ] STATE b. [ ] STATUTE OF c. [ } AUDIT . [ ] FEDERAL e [ X} ADMINISTRATIVE f. [ *] RISTORICAL
LIMITATION . PERIOD LAW DECISION VALUE
. {Cite Law, Statute, or other reason for the retention requirement)
Article 9 Section 6 of the Purchasing Code gives the State Superviscr of Purchases the
authority to designate the retention period for this record. Ne has stipulated that
the record wmust be retained for @ period of 1 year,
25, AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each
-[X] CALENDAR YEAR -[ ] FISCAL YEAR -[ 7 Other _ then:
(1 Hofd.i'h the current files area .. month(s} . year(s): o |
{X ] Transfer to [x ] State Records Center [ ] Locat Huldmg Area; hold .1 vyearls):
’.'l.x ] NStroy - ) ’ . ) o 0T e [ To, = -
{ ] Transfer to State Archives for permanent retentlon ) ' T
{ ] Destroy immediately after cufioff. ¥i= | 7 o veeiitig o I e wL o ET T fen s n st i poes

[ 1 Other: (Specify)
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{Indicate briefly rationale for recommendations above/or write additional remarks):

Attach Samples of the Series T Recorts Management om% MQ Patf py
) H T T KRea? of Ageacy/Designet
2. Recommendations : NAppmved [ 1] DIS&PDI'(;;;—%H 2 ¢ aex M@—%@-&;ﬁ ;': ?If H_Z 73

in Paragraph | sate - | [ Approved [ ] Disapproved : ““' - :kn\ee \X(J | ﬁflj*ﬁi
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